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Reprint Invoice Instructions 

 
The very first time before reprinting invoices, need to run the Extract process for one 
invoice. This is to be run only once. 
Go/Manage Sales Activities/LBNL Generate Invoices  Process/Reprint Invoices 
Extract/Add (see next two screen prints). 
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Add a Run Control of ‘Reprint_Invoice’ 
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Select Invoice ID and enter an invoice number (any will do) for the From and To 
Invoice and click the traffic light button. 
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Select Client and File where the file path should be ‘C:\PS\TEMP\’, then click OK. 
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The next step (pages 6, 7, 8) sets the LBNL_Reprint run control preferences to use 
Window as output.  
Edit/Preferences/Run Control…  
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Select LBNL_Reprint run control and click the EDIT button. 
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Select Client for the Run Location and Window for the Run Output. Click OK. 
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The process to reprint invoices as follows: 
Go/Manage Sales Activities/LBNL Generate Invoices   Process/LBNL 
Reprint/Update/Display (next two pages) 
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Select Run Control ‘Reprint_Invoice’ 
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In the Range Selection Box in the upper left hand side of the screen click the radio 
button for Contract Number 
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Enter the Award No. in the Contract Number space (include hyphens) 
For example:  LB05-XXXXXX 
 
Click the Flashlight button located above the reprint button in the upper right of the 
screen 
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A list of the invoice numbers associated with the award will appear 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                                                                     

Macintosh HD:Users:mariaatkinson:Desktop:How_to_Reprint_Invoices-1.doc                                                                                                    
As of 04/15/05 

 Page15 

Lawrence Berkeley National Laboratory 
Reprint Invoice Instructions 

 
Select the one you would like to reprint and click the Reprint Button located below the 
flashlight button.  
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The invoice will appear on your screen in a moment or two 
Click the printer button, then click OK (next page) and your invoice will print. 
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Note:  If printing multiple invoices you will need to select them one at a time as checking 
all the invoices and clicking Reprint will not work 
 
 
 
 
 
 
 
 
 
 
 
 
 


